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SECRETARY TO THE POLI CE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is a responsible clerical position, the duties of which are
designed to relieve the police chief of routine or mnor
clerical and adm nistrative matters. The enpl oyee of this class
is responsi ble for conposing letters, typing, and filing for the
chief, keeping records of departnment enployees, and related
duties such as collecting fines and bond noney and processing
traffic tickets. Only general instructions are given; t he
enpl oyee has the authority to work i ndependently in nost areas.
The secretary to the police chief is responsible directly to the
chief who assigns and reviews the work of the enployee.
Supervi si on may be exercised over records cl erks when assi gned.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Opens, sorts, and distributes mil to the proper person,
section, or office; mnmkes and answers tel ephone calls for the
chi ef; sel ects and handles any routine correspondence or
requests on own initiative; greets and screens visitors to the
chief's office; answers questions and handles any routine

requests by visitors; screens tel ephone calls, handling routine
guestions and requests;

Takes dictation and transcribes from |Ionghand notes or from

voi ce machi ne, dictaphone, or transcriber; conposes letters
fromoral or witten directions by the chief; wites routine
correspondence on own initiative; types letters, forns such as
warrants, offense reports, etc., statenents, formal reports,

menos; proofreads all typed nmaterial and corrects errors;

Files correspondence, cards, forns, records, et c.
(al phabetically, my file nunerically or chronologically);
retrieves information or documents fromfiles;

Operates copyi ng machi ne or duplicating machine to nake copies
of departnment docunents when required;

Keeps personnel files on enpl oyees; sets up files on new
enpl oyees and updates files on a continuous basis as required;
keeps a current address and telephone list of all enployees;
keeps records of pay raises, step increases, or pronotional
i ncreases due enpl oyees; conpletes records for suppl enental pay
and sends to the appropriate state agency; maintains a current
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seniority list; maintains a record of pronotions and denoti ons;

Col lects fines and bond noney and issues receipts; processes
traffic tickets; prepares court docket;

Orders or purchases supplies and equi prment foll ow ng established
pr ocedur es;

Recei ves departnent records and reports and checks them for
conpl et eness, accuracy, and conformty to establ i shed
procedures; corrects errors in records and reports or returns
them for correction;

Searches prisoners before adm ssion to jail;

Supervi ses subordinate clerical personnel by review ng and
approving work as conpleted; may also train or assign work to
ot her clerical personnel;

May al so performduties such as schedul i ng appoi ntnments for the
chief, rem nding the chief of appointments and neetings, taking
conplaints from enpl oyees about pay and dealing with payrol
section regarding errors, changes, etc., in the payroll; acting
as a relief comunications officer;

Perforns rel ated duties as assigned.
QUALI FI CATI ON REQUI REMENTS

Unl ess ot herwi se specified, all requirenents nust be net before
adm ssion to exam nation.

Must neet all requirenments of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, being a qualified el ector of the State of Loui siana, and
passing a civil service exam nation for the position.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Must submit a typing certificate, verifying ability to type 35
wor ds per m nute.

Bef ore enpl oynent, nust pass a nmedi cal exam nation approved by
the civil service board designed to show good health and
physical abilities sufficient to perform the duties of the
posi tion.
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